Creating an Access File from a Text File

1. Open Access to display the following window.

Microsoft Access EII!I

—Create a Mew Database Using

X " Database ‘Wizard

é? r Cpen an Existing Database

roger

E:\Qd\shoe_defects

Ci\Pragran Files',. .\ SamplasiMarthind
CHAMYDOCU~11db1

2. Select the Blank Database radio button and click to display a window
similar to the following.

File New Database HE
Save in: ID My Documents ;I | | IfFl IEEE HE
BA Docs Eroger.mdb Create I
Doc-Training Tasks
Graphics Cancel |
My Webs
Proposals
|User Doc I Exclusive
dbl.mdb
File name: I.ﬂnydatabase.mdb ;l
Save as bype! IMicrosoFt Access Databases (*.mdb) d

3. Enter a database name into the File Name field and click to display a
window similar to the following.
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g® Anydatabase : Database - o x|

[ Tahles | B ueries | B8 Farms | B Reports | & Macros | <% Modules |

e

[Esidn

|

e

4. Click to display the following.
New Table HE|

Datashest Yiew
Dresign Wiew
Table Wizard

Import Table

This wizard imports kables and CSUELE

objects From an external File
into the current database,

oK I Cancel |

5. Select Import Table as shown above and click to display a window
similar to the following.

Import (2] x] |
Loak. in: I[:| My Documents LI | Ql @ll o = e e
B4 Docs &I
Doc-Training Tasks
araphics _m
Iy Webs Advanced.. . |

Proposals
User Doc

Find files that match these search criteria:

File narme: || LI Texk or properky: I vl Eind Maws |
Files of bype: IText Files {* bxt;*.csv;™®.kab; ™, asc) ;I Last modified: Iany time - l Mew Search |

Mot all file tvpes are installed by default. To add other file kvpes, run the Setup program, dlick Add/Remove, Data Access,
Change Opkion. Additional file types are also available in the OFfice 97 WaluPack.

| 0 file(s) found.
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6. Select Text Files (*.txt; *.csv; *.tab; *.asc) from the Files of type field drop-down
list, as shown above.

7. Find the file that you wish to import and double-click on it to display a window
similar to the following.

BE Import Text Wizard ]|

The wizard has decided that your data iz in a 'Delimited’ farmat. [F it izn't, choose the farmat that
more correctly describes your data.

Chooze the format that best describes your data:

' :Delimited - Characters such as comma or kab separate each field

= Fiwed 'Width - Figlds are aligned in columns with spaces betwesn each field

Sample data from file: C:NWINDDWSADESKTOPAROGER. THT.
"Voter Humber"."Full Hame"."Status Code", "Partwy Codeﬂ

“gooooooooooe”, "ADAMS, AMELIA P*."A", "DEM", "W", "F"."
“gooooooooooyt, “ADAMS, ANDY RAY", “A", "DEM", "W", "M" "
“gooooooooonlyt, “ADAMS, GENE T, A", "DEM"."U"."M"."9
“goooooooooz21”, “ADAMS, JOHN ROGER", "A", "REP" . "W", K "M"
“gooooooooo23t, “ADAMS, MABLE®,“"A", "DEM"."W"."F"."3-1
"“goooooooonz9”, "ADAMS, HANCY GARRRETT", "A", "DEM", "W"
"0o0oo0o0oooonalt “ADAMS . SPENCER® "4, "DEM". "§" “"M" _ILI
2

Advanced... Cancel | < Hack I Mext » I Finizh |

\_E

8. Select the Delimited radio button, and click to display a window similar
to the following.

EE Import Text Wizard ]|

‘what delimiter zeparates your fields? Select the appropriate delimiter and see how your test is
affected in the preview below.

Chooze the delimiter that separates pour fields:
’7(—' Tab ' Semicolon ' Comma " Space . Dther:l_

¥ :First How Containg Field Mames Text Qualifier; " -

Voter Humber [Full Hane Status Code |Partw
000000000006 |ADAMS, AMELIA P & DEH -
000000000007 |ADAMS, ANDY RAY & DEH
000000000017 |ADAMS, GEWE T & DEH
oogooooooo2l ADAMS, JOHN ROGER & REF
000000000023 |ADAMS, MABLE & DEH
000000000029 ADAMS, NANCY GARREETT [ DEH
000000000031 |ADAMS, SPENCER & DEH
ooooooooonad RDAHS, W S EN .ZJ

]
.-’-‘n.dganc:ed...l Cancel | < Back I Mext » I Firizh |

9. Select the Comma delimiter, check the First Row Contains Field Names box, as
shown above.
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10. Click and click

to display a window similar to the following.

Import Text Wizard

@ Finished importing file 'C:\WwWindowshDESKTOPoger. tst' to table ‘Foger'.

11. Click to display a window containing your new database icon, similar to

the following.

g® Anvydatabase : Database

5 Tables | Queries | B8 Forms | B Reports | &2 Macros | «%Modules |

Qpen

Design

d

e

12. Click

to display a window similar to the following.

Eile Edit View lnsert Farmat Pecords Took Widow Help :
|- BSRY | WP AR HE TET M §1E- 0
[[] [ Vatar Number| Code | Race Code | Gender Code
UEM w F O ROUTE 2 BO: GO
DEM w M 120 5 MAIN ST CO
DEM W 1] QROUTE 2 DO CO
REP W M A% WARELOI GO
DEM w F A W HVER £ CO
OEM w ¥ 118 SMALL CIF GO
DEM w M 118 SMALL CIR O
DEM W M 0 AHOSHIE RD CO
OFM w F SHORT CU GO
EM w F Ns 48 SHORT CU CO
DEM B I 1flama S09 BUNCOME CO
DEM B M Amsd 2537 NC. 45
DEM W F AN 07 GLOVER S C0
/, CLAR A OEM 3 F 7271927 0 COLERAIN S GO
ASKEW, CLAR A DEM H M A 113 LONG BRA CO
25 ASKEW, CLAY A DEM B M 358 1815 NC 42 [u}
ASKEW, CORE A DEM B F 1131928 O LUNKNOWN  C0O
ASKEW, CSTE A DEM o F 2M235 TISQUCBEC R CO
ASKEW, FRAN A OFM w M 314643 114 WINTON &' CO
ASKEW, FRED A DEM H F 215 O UNKNOWN  CO
ASKEW, JACK A DEM w M AnET 207 GLOVER S CO
ASKEW, JESE A DEM w M 111 1] [u}
J | ASKEW, LAGR A DEM W 1] TAY1916 304 M MAIN 3T CO
ASKEW, LABR A OEM A M a2 24013 LONG BR. GO
AEKEW, EM w F N 14 N MAIN 5T CO
2 | ASKEW, DEM W F e 114 WINTON 5 20
ASKEW, THONK A DEM w M TRA3 A7 CLOVER S CO
ASHEW, WILLL & DEM o (1] 12101920 DUNKMOWN  CO
2 ASKEW, WILLL A F A M 7R 224 AUNCO!
3| ASKEW, YWOR A DEM H F 7HREL i 102 ETHER)
3 BACHUS, CHALA DEM B M 124121925 101588 IS NCAEN CO
BACHUES ESTEA DEM B . 1072484 Z5A5NCAEN CO
] OAMLCR, ALDOC A DEM W (] J11 M WAIN ST CO
3 RAKER, ALG A OEM W M 07 LATY HILL
] % (D145 | HAKER, ATLAS A OEM w M 8 N MAIN ST CO
Record: 14 4 T b | b [e] o 1058 Ol |
i =
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